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PAES 

Developing  a Quality  Work  Force  for  Local  Employers 


PAES 

Congratulations!  You  have  chosen  to  participate  in  the 
Personal  Assisted  Employment  Services  (PAES)  Program! 

What  PAES  is  ...and  what  it  can  do  for  you... 

The  purpose  of  PAES  is  to  help  you  prepare  for  work,  find  a job, 
and  succeed  in  your  chosen  field.  Finding  a job  will  help  you 
become  self-supporting.  After  you  get  a job,  you  will  have  more 
money,  increase  your  self-confidence,  and  build  a future. 

PAES  was  designed  with  you  in  mind.  It's  not  just  another 
government  program.  It's  much  more  than  that. 

• As  its  name  implies,  PAES  assists  you  with  a cash  stipend 
while  you  are  involved  in  our  employment  services. 

• PAES  is  with  you  every  step  of  the  way,  helping  you  get  a 
job  that  you  need  to  be  self-sufficient.  If  needed,  you'll  learn 
skills  that  will  help  you  get  a job  in  the  local  labor  market. 

• PAES  staff  will  provide  you  with  important  supportive 
services,  such  as  transportation,  training-related  expenses, 
and  substance  abuse  and  mental  health  assessment  and 
treatment  services. 

• PAES  can  help  you  improve  your  chances  of  getting  a job 
with  private  industries,  businesses,  or  public  employers  in  the 
area. 

• After  your  cash  stipend  has  stopped  because  of  the  amount 
of  your  earnings,  you  will  be  eligible  to  PAES  Job  Retention 
and  Career  Advancement  Services. 

• Through  PAES,  everyone  wins.  You  gain  a job  and  a future. 
Employers  gain  a skilled  work  force. 
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PAES  ACTIVITIES 


WORK  EXPERIENCE 

♦ 

EMPLOYMENT  PREPARATION  TRAINING 

♦ 

JOB  SKILLS  TRAINING 

♦ 

TESTING  AND  TARGETED  VOCATIONAL  ASSESSMENTS 

♦ 

VOCATIONAL  TRAINING 

♦ 

EDUCATION  DIRECTLY  RELATED  TO  EMPLOYMENT 

♦ 

ADULT  BASIC  EDUCATION  OR  G.E.D.  PREPARATION 

♦ 

ENGLISH-AS-A-SECOND-LANGUAGE 

♦ 

ON  - THE  - JOB  TRAINING 

♦ 

EMPLOYMENT  WITH  WAGE  SUBSIDY 

♦ 

MENTAL  HEALTH  ASSESSMENT  AND  TREATMENT 

♦ 

SUBSTANCE  ABUSE  ASSESSMENT  AND  TREATMENT 

♦ 

DOMESTIC  VIOLENCE  SERVICES 

♦ 

HOUSING  STABILIZATION 

♦ 

OPTICAL  AND  DENTAL  SERVICES 
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THE  PAES  PATH  TO  EMPLOYMENT 


There  are  many  paths  open  to  PAES  participants.  Yours  may  not 
be  the  same  as  your  friend's  or  neighbor's  — a lot  depends  on 
your  education  and  job  history.  The  steps  in  PAES  are  described 
below. 

Remember:  The  purpose  of  PAES  is  to  HELP  YOU 

PREPARE  FOR  WORK  AND  FIND  A JOB  so  that  you  can 
support  yourself  and  improve  the  quality  of  your  life. 

STEP  1 . APPRAISAL 

After  you  have  decided  to  participate  in  PAES,  and  have  signed 
the  PAES  Participant  Agreement,  your  PAES  stipend  will  be 
granted.  The  first  phase  of  PAES  is  the  Appraisal  Period,  which 
consists  of  the  following  Work  Experience  activities: 

12  weekly,  3 ’/2-hour  Group  Employment  Preparation  sessions, 
and  8 hours  per  week  of  Work  Assignment  or  an  acceptable, 
qualifying  substitute  (approved  Vocatonal  Training,  ESL,  G.E.D. 
preparation,  Job  Search  because  of  a medical  restriction,  etc.). 
During  this  period,  you  are  encouraged  to  look  for  work  on  your 
own.  These  assignments  will  help  you  to  be  successful  in  the 
assessment  process  and  the  development  of  your  personal 
Employment  Plan. 

Also,  during  this  period  you  will  have  the  opportunity  to  begin 
the  assessment  process  by  participating  in  some  interest 
inventories  and  skills  assessments  in  order  to  help  you  identify 
your  strengths  and  fields  of  interest. 
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STEP  2.  ASSESSMENT 


The  purpose  of  assessment  is  to  help  you  develop  your 
Employment  Plan. 

You  will  work  with  your  Employment  Specialist  (ES).  Together, 
using  the  information  provided  by  the  assessment  tools  that  were 
used  during  the  Appraisal  Period,  a learning  needs  screening 
instrument,  and  other  tools,  we  will  look  at  your  strengths, 
abilities,  interests,  work  history,  education,  and  need  for 
supportive  services  to  get  the  most  out  of  the  job  and  training 
services  offered  by  PAES. 

You  and  your  ES  will  consider  your  chances  of  getting  a job 
given  your  skills  and  the  jobs  available  locally,  and  any  physical 
or  psychological  problems  you  may  have  that  may  limit  your 
ability  to  work  or  participate  in  certain  PAES  activities. 

The  ES  will  identify  the  services  we  have  or  can  get  for  you  so 
that  you  can  finish  your  Plan.  For  example,  you  may  be  eligible 
to  additional  funds  to  cover  such  things  as  transportation,  tools, 
work  clothes,  etc. 

STEP  3.  EMPLOYMENT  PLAN 

This  is  the  basis  for  your  path  to  employment.  This  step  can  last 
up  to  twenty-seven  months  (with  the  possibility  of  a 6-month 
extension),  and  includes  the  PAES  activities  that  you  and  your  ES 
decided  you  need  to  help  you  reach  your  goal. 

STEP  4.  REAPPRAISAL 

After  twenty-four  months  of  PAES  participation,  if  it  appears  that 
you  may  not  have  a job  once  you  have  completed  all  of  the 
activities  in  your  PAES  Employment  Plan,  you  will  go  to 
Reappraisal. 
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At  Reappraisal,  we  will  consider  whether  there  were  special 
circumstances  that  are  keeping  you  from  getting  a job  in  your 
identified  area.  If  it  is  determined  that  you  do  have  special 
circumstances,  and  that  continued  activities  up  to  six  months  are 
likely  to  lead  you  to  employment,  you  will  be  sent  to  another 
activity,  and  will  continue  to  participate  in  PAES  for  an  extra  six 
months  beyond  the  normal  27-month  limit. 

Once  you  have  exhausted  PAES  employment  services,  and  it  was 
not  your  fault  that  you  did  not  find  a job,  you  may  continue  to 
receive  the  PAES  stipend,  without  Employment  Services,  and  you 
will  be  required  to  continue  to  meet  Program  requirements. 

STEP  5.  JOB  RETENTION 

If  you  get  a job,  you  will  participate  in  the  Earned  Income 
Disregard  Program,  and  may  continue  to  be  eligible  to  a partial 
PAES  stipend  if  your  gross  monthly  income  is  less  than  $832. 

Even  if  you  are  not  eligible  to  cash  aid,  you  will  qualify  for  Job 
Retention  services  for  up  to  two  years.  Your  ES  will  assist  you 
with  any  problems  that  arise  on  your  new  job. 
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EXEMPTIONS: 


If  you  have  a verified  disabling  condition,  you  may  be  exempted 
from  Employment-related  activities  unless  you  choose  to 
participate  in  such  activities  with  reasonable  accommodations. 

If  you  are  working  on  an  Employment  Plan  when  you  become  ill 
with  a temporary  disabling  condition,  your  requirements  for  the 
Plan  may  be  put  on  hold  until  your  illness  is  over.  If  you  are 
working  on  an  Employment  Plan  when  you  become  ill  with  a 
permanent  disabling  condition  and  you  still  want  to  find  a job, 
you  must  talk  to  your  Employment  Specialist  about  the  need  for 
reasonable  accommodations  so  that  you  may  continue  to  pursue 
employment-related  activities. 

While  you  are  temporarily  exempt,  the  PAES  time-limit  for 
employment  services  is  not  in  effect.  In  other  words,  your  PAES 
twenty-seven-month  "clock"  stops  ticking. 

If  you  are  aged  55  or  older,  you  may  choose  to  be  exempt  from 
employment-related  activities.  If  you  are  aged  50  - 54,  you  also 
may  be  placed  in  exempt  status  if  a Targeted  Vocational 
Assessment  indicates  that  employment  is  unlikely. 

When  you  are  exempt,  you  are  still  eligible  to  the  PAES  stipend 
of  $375  per  month,  although  you  will  not  receive  the  monthly 
Muni  Fast  Pass. 


YOUR  PAES  EMPLOYMENT  PLAN 


Together  with  your  Employment  Specialist,  you  will  develop  your 
personal  Employment  Plan. 

Your  Plan  is  important.  It  tells  you  how  you  and  your 
Employment  Specialist  will  work  together  so  that  you  can 
compete  for,  and  find,  a job. 

The  Plan  will  make  sure  that  you  receive  the  agreed-upon 
services  and  training  for  as  long  as  you  are  pursuing  your 
Employment  Plan.  Your  Plan  tells  you  what  you  must  do,  and 
what  your  Employment  Specialist  must  do,  to  make  PAES  work 
for  you. 

The  Plan  will  contain  your  specific  employment  goals,  based  on 
your  strengths  and  interests.  It  will  help  you  to  visualize  where 
you  want  to  be  in  twenty-seven  months  or  sooner.  The  Plan  will 
list  the  activities  you  must  participate  in,  and  the  support 
services  your  Employment  Specialist  is  to  assist  with,  so  that  you 
can  achieve  your  goals. 

Your  Employment  Specialist  will  help  you  review  each  of  the 
following  parts  of  your  Employment  Plan: 

• Your  Rights  and  Responsibilities  (Form  2605).  This  tells  you 
about  PAES,  our  responsibilities  and  obligations  to  help  you, 
and  your  rights  and  responsibilities  as  a participant.  This 
applies  as  long  as  you  are  a PAES  participant. 

• This  is  your  PAES  Participant  Handbook  (Form  2604).  It  helps 
explain  the  program  and  services  available  to  you. 

Read  all  of  the  parts  of  this  Handbook  carefully.  If  you  have 
questions,  be  sure  to  ask  your  Employment  Specialist. 

• Activity  Assignment  (Form  2606).  This  tells  you  about  the 
PAES  activity  or  activities  in  which  you  are  participating,  and 
the  acceptable  performance  standards  for  each.  You  will  sign 
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a new  Activity  Assignment  form  each  time  a new  activity  is 
added,  or  an  old  one  is  deleted. 

• Changing  your  Employment  Plan.  Your  plan  may  be  amended 
jointly  by  you  and  your  Employment  Specialist  to  reflect 
changes  in  activities  and/or  supportive  services. 

No  activity  may  be  counted  as  fulfilling  a requirement  if  it  is  not 
included  in  the  Plan  and  approved  by  your  Employment 
Specialist. 

If  an  activity  to  be  provided  under  your  Plan  is  not  immediately 
available,  you  and  your  ES  may  agree  to  some  other  activity  that 
will  help  you  prepare  for  it  when  it  becomes  available. 

You  must  continue  to  participate  in  PAES,  moving  from  one 
activity  to  another,  until  you  get  a job  and  become  self- 
supporting,  according  to  your  personalized  time-frame. 


PARTICIPATION 
HOURS  OF  PARTICIPATION 
Appraisal 

During  the  Appraisal  Period,  your  Work  Experience  (Work 
Assignment  or  an  acceptable  substitute,  plus  3%  hours  per  week 
of  Group  Employment  Preparation  Sessions)  will  not  exceed  20 
hours  per  week. 

Employment  Plan 

Once  you  begin  working  with  your  Employment  Specialist  on 
your  own  Employment  Plan,  you  must  participate  in  your 
assigned  PAES  activity  or  activities  at  a rate  of  26  - 32  hours 
per  week.  You  may  volunteer  to  perform  more  than  32  hours  per 
week  if  you  wish  to  do  so. 
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Activities  such  as  substance  abuse  or  mental  health  treatment, 
when  included  in  your  Employment  Plan,  count  toward  your  total 
weekly  hours. 

Time  spent  in  training  or  educational  classes,  plus  time  spent 
doing  homework  or  other  outside  work,  also  counts  toward  your 
weekly  hours. 

PARTICIPATING  IN  MORE  THAN  ONE  ACTIVITY  AT  A TIME 

You  may  be  required  to  participate  in  more  than  one  activity  at 
the  same  time  if  it  is  consistent  with  your  PAES  Employment 
Plan,  and  there  are  no  conflicts  in  schedule. 

SATISFACTORY  PARTICIPATION 

ATTENDANCE  - When  you  sign  either  your  PAES  Participant 
Agreement  or  your  PAES  Employment  Plan,  you  agree  to  go  to 
activities  and  complete  them. 

SATISFACTORY  PROGRESS  - PAES  participants  are  required  to 
make  satisfactory  progress  toward  completing  their  assigned 
activities.  You  and  your  ES  will  discuss  how  this  will  be 
measured  for  you. 

COMPLETION  OF  ASSIGNMENT  - You  will  have  successfully 
completed  your  Plan  when  you  have  finished  the  specific 
activities  and  the  goals  have  been  met. 

WHAT  HAPPENS  IF  I DON'T  PARTICIPATE? 

At  any  time  while  you  are  a PAES  participant,  failure  to  comply 
with  eligibility  requirements  (that  is,  those  that  are  not  part  of 
your  Employment  Plan),  without  good  cause,  may  result  in 
discontinuance  and  a 60-day  sanction. 
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After  you  and  your  Employment  Specialist  have  developed  your 
Employment  Plan,  failure  to  comply  with  the  Plan,  without  good 
cause,  may  have  consequences  on  your  continued  eligibility,  and 
may  result  in  a 90-day  sanction  on  your  continued  participation 
after  you  have  been  given  the  opportunity  for  Conciliation. 

A discontinuance  for  fraud  - that  is,  obtaining  a PAES  stipend  by 
means  of  false  statement  or  misrepresentation,  or  by 
impersonation  or  other  fraudulent  devise,  or  by  intentional  failure 
to  report  facts  required  by  PAES  regulations  - will  result  in  a 
sanction  of  90  days  for  the  first  such  incidence  within  a 24- 
month  period,  and  a sanction  of  120  days  for  the  second  such 
occurrence  within  a 24-month  period. 

WHAT  IS  GOOD  CAUSE? 

Good  cause  means  having  an  acceptable  reason  for  failing  to 
meet  a specific  Program  requirement.  Examples  of  good  cause 
are:  illness,  a job  interview,  employment,  incarceration,  a death 
in  the  participant's  immediate  family,  and  other  reasons  of  good 
cause  that  are  acceptable  to  the  department. 

HOW  DO  I APPLY  FOR  GOOD  CAUSE? 

It  is  the  participant's  responsibility  to  call  his  worker  within  3 
work  days  after  the  Program  requirement  failure.  The  participant 
will  then  have  to  provide  verification  for  one  of  the  good  cause 
reasons  given  above. 

Exception:  One  unverified  Work  Assignment  failure  is  permitted 
every  3 months  during  the  PAES  Appraisal  Period  if  you  submit  a 
signed  declaration  that  the  failure  was  due  to  illness.  You  must 
still  contact  your  ES  within  3 work  days  after  the  failure. 


10. 


WHAT  IS  CONCILIATION? 


Conciliation  means  that  you  and  your  ES  will  look  at  the 
Employment  Plan  activity  that  you  failed  to  determine  whether  it 
is  an  appropriate  activity  for  you.  If  it  is,  you  will  be  given  a 
chance  to  correct  the  failure;  if  it  is  not,  you  and  your  ES  will 
collaborate  toward  arriving  at  a new  activity  that  is  more  suited 
to  you. 


GOOD  REASONS  FOR  NOT  PARTICIPATING 
IN  EMPLOYMENT  PLAN  ACTIVITIES 

We  recognize  that  you  may  have  a good  reason  for  not  signing 
your  PAES  Employment  Plan,  for  not  taking  part  in  one  of  the 
PAES  activities  you  agreed  to  in  your  activity  assignment,  for  not 
accepting  a job  offer  or  a job  referral,  or  for  quitting  a job,  or 
reducing  your  earnings.  Some  of  these  reasons  are  related  to 
you  personally,  and  some  are  related  to  the  assignment. 

REASONS  RELATED  TO  THE  ACTIVITY  OR  THE  JOB 


• Discrimination  at  the  job  or  training  because  of  age,  sex,  race, 
color,  religion,  national  or  ethnic  origin,  physical  or  mental 
disability,  political  affiliation  or  marital  status. 

• The  job  requires  more  daily  or  weekly  hours  than  is  normal  or 
customary  or  agreed  upon. 

• Conditions  at  the  job  or  training  violate  health  and  safety 
standards,  or  could  cause  you  serious  injury  or  death. 

• Accepting  a job  or  training  activity  would  interrupt  or  interfere 
with  an  approved  education  or  training  assignment. 
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• Accepting  a job  or  work  activity  would  cause  you  to  violate 
the  terms  of  your  union  membership. 

SUPPORTIVE  SERVICES  FOR 
THOSE  WITH  AN  EMPLOYMENT  PLAN 

We  understand  that  you  may  need  more  than  training  and  job 
counseling  to  participate  successfully  in  PAES.  That  is  why  we 
will  help  you  arrange  and  pay  for  approved  transportation  and 
work-  or  training-related  expenses.  If  other  funding  sources  and 
resources  are  not  available  to  pay  for  all  of  your  supportive 
services  expenses,  you  will  receive  the  following  services  at  no 
cost  to  you,  as  they  are  specified  in  your  Employment  Plan. 

TRANSPORTATION  - MUNI  Fast  Passes  will  be  provided  by  the 
Municipal  Railway  for  all  PAES  participants,  except  those  who 
are  exempt. 

SUBSTANCE  ABUSE  AND  MENTAL  HEALTH  SERVICES  - Funds 
are  available  to  pay  for  substance  abuse  and  mental  health 
assessments  and  treatment  services,  including  residential 
services.  Time  spent  in  treatment  may  count  as  part  of  your 
Employment  Plan  requirements.  If  you  do  not  wish  for  treatment 
to  be  counted  as  part  of  your  Employment  Plan,  you  may  seek 
services  on  your  own,  but  they  will  not  be  paid  for  by  PAES 
funding,  nor  will  they  be  included  in  your  Plan  participation 
requirements.  If  substance  abuse  or  mental  health  treatment  is 
the  ONLY  activity  in  your  Employment  Plan,  the  Participation 
"clock"  stops  ticking,  as  long  as  you  actively  participate  in  the 
treatment. 

PAES  HOUSING  SUBSIDY—  The  Department  of  Human  Services 
has  contracted  with  the  Tenderloin  Housing  clinic  to  provide  a 
time-limited  housing  subsidy  to  PAES  participants  for  whom  lack 
of  stable  housing  is  a barrier  to  employment.  Ask  your  ES  or 
GEP  Trainer  for  Form  2622,  which  explains  the  PAES  Housing 
Subsidy.  You  become  eligible  to  apply  for  this  Housing  Subsidy 
once  you  have  completed  GEPs  1 through  6 and  have  a 
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recommendation  from  your  Trainer,  or  after  you  sign  your 
Employment  Plan. 

ANCILLARY  ITEMS  —The  PAES  Program  also  provides  additional 
funds  for  things  like  clothing,  union  dues,  fees,  licenses,  tools 
and  equipment,  optical  exams  and  eyeglasses,  hearing  aids,  and 
dental  services. 

EARNED  INCOME  AND  ASSET  DISREGARD  - This  program 
provides  for  disregarding  a certain  amount  of  gross  income  that  a 
participant  earns  as  wages  when  determining  eligibility  to  PAES, 
and  calculating  the  amount  of  the  stipend.  If  you  get  a job,  talk 
to  your  worker  right  away,  so  he  or  she  can  compute  the  amount 
of  your  income  disregard  to  see  if  you  are  still  eligible  to 
participate  in  PAES.  You  may  earn  up  to  $832  gross  per  month 
and  still  be  eligible  to  a partial  PAES  stipend.  Also,  while  you  are 
an  Earned  Income  Disregard  participant,  and  for  up  to  three 
months  afterwards,  up  to  $2000  of  savings  from  your  gross 
wage  earnings  will  be  disregarded. 

DOMESTIC  VIOLENCE  SERVICES  - If  you  have  been  involved  in 
an  abusive  relationship,  counseling  and  other  services  are 
available  to  you.  Ask  your  ES  for  Form  2649,  which  describes 
these  services. 

JOB  RETENTION  AND  CAREER  ADVANCEMENT  SERVICES  - 
You  are  entitled  to  receive  Job  Retention  services  for  up  to  24 
months  after  your  PAES  stipend  is  discontinued  because  your 
earnings  exceed  $832  per  month.  You  will  also  be  eligible  to 
Career  Advancement  Services. 

WHAT  YOU  CAN  DO  IF  YOU  DON'T  AGREE 

GRIEVANCES  RELATING  TO  YOUR  EMPLOYMENT  PLAN 

Participants  may  grieve  at  any  stage  in  the  PAES  Employment 
Plan  process.  You  may  grieve  decisions  by  your  Employment 
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Specialist  or  other  DHS  employee  that  specifically  relate  to  your 
Employment  Plan.  If  you  have  a grievance  with  someone  outside 
DHS,  such  as  another  Department  or  service  provider,  you  will 
need  to  follow  the  grievance  procedure  of  that  agency  or 
organization. 

GRIEVANCE  PROCESS: 

Mediation:  The  Client  Advocate  or  any  other  client 
representative  steps  in  to  help  you  present  your  case  to  the 
Employment  Specialist  or  other  DHS  employee  against  whom  the 
grievance  is  being  lodged. 

Note:  Client  Advocates  are  not  employees  of  DHS;  they  work  for 
outside  community  agencies. 

Supervisor:  The  PAES  Supervisor  will  review  the  decision  with 
you,  your  representative,  and  the  ES.  If  no  decision  is  reached, 
you  may  appeal  to  the  next  step. 

Arbitration  Panel:  Three  members  of  the  DHS  PAES/CalWORKs 
Grievance  Committee  will  hear  each  side  of  the  issue,  and  will 
recommend  a decision  to  the  DHS  Executive  Director,  who  will 
send  you  a decision  within  five  work  days.  The  Grievance 
Committee  is  made  up  of  representatives  from  several  City 
Departments,  various  community  based  organizations  and 
jcvocacy  groups,  and  current  or  former  PAES  and/or  CalWORKs 
participants. 

Fair  Hearing:  You  may  request  a Fair  Hearing  to  contest  any 
denial,  withholding,  decrease  or  discontinuance  of  PAES  benefits 
within  the  time-period  allowed. 


14. 


CLIENT  ADVOCATE 


While  you  are  a PAES  Participant,  you  will  have  access  to 
assistance  from  a Client  Advocate  throughout  the  grievance 
process. 

The  Advocates,  who  are  not  DHS  employees,  are  located  at: 

General  Assistance  Advocacy  Project  (GAAP) 

276  Golden  Gate  Avenue 
Telephone  928-2544  or  928-8191 

And 

Bay  Area  Legal  Assistance  (BALA) 

50  Fell  Street 
Telephone  982-1300 

The  duties  of  the  Client  Advocate  include: 

• Helping  educate  participants  and  making  sure  they  understand 
their  rights  and  responsibilities. 

• Mediating  between  DHS  and  the  individual  participants 
during  the  early  stage  of  the  grievance  process. 

• Representing  individual  participants  during  later  stages  of  the 
grievance  and  fair  hearing  process. 

• Ensuring  that  public  and  private  nonprofit  work  sites  comply 
with  health,  safety,  and  fair  compensation  requirements. 

In  addition  to  the  services  of  the  Client  Advocate,  you  may  have 
any  person  of  your  choice  represent  you. 


15. 


THE  MISSION  OF  THE  PAES  PROGRAM  IS  TO: 


Assist  particpants  to  achieve  long-term  self-sufficiency 
through  employment,  and  to  invest  in  participants' 
individual  training  and  education  needs  by  providing 
opportunities  and  support  necessary  to  build  self- 
esteem and  encourage  self-reliance  in  a safe,  positive 
environment. 


NOTES: 
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